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Recrulipeent and Career Guidsnce

1. Action fwquired: NHome. Tuis mesormndus Is in respcuse to
paragrach 5 ol rotercnce requesting iuforration relative to tie carver
counselluz services availalle in tie Ajency. Farographs 1 and £ of
relerence are beiny answertd scparitely.

2. Discussion: Caroer counseling has always teen a visble service
in the Agoncy but was given foral status and visibility in 1373 in
Tesjonse to & Tocomsendation of the Fersonnel Approacics Soudy Croup.
Their recomendation was iLicorporated in the rejulations in Iil
whidch requires tiw ileads of tie Carcer Services to crsate a (arcer
Sorvice-wide counscling program to provide:

a. Counsslizg for employees when recosmended in ths cowrse
of the evaluation process.

b. A visibie coumseling service whers ermpluyees may go on
their own igitiative for career puldance and joo assistance.

3. Iach Carser service has incladed specific informatlon relative
to the carcer counselin: services ot that Directorate in its Dersonnel
tandbook, These tlandbooks ars either piven to cach of the stplovees of
tae Carcer Sorvice or are reaudly accessibic for veference at identified
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places, swen as wio copervisors. In addition, copies are maintained
in toe Cffice of Versoinel conpooent (Staff Perscrmel Division) which
Provides counsaling and puddance.  The Handbooks include identification
Ly tiele aud telophome aumper of the officially desiznated coumselors.
Attacced 13 a precds of e raterial on this subject in each of the
tianuboois,

4. Carcer counselors of the Carger Servicas are eitier senior
sificers of the Lwividuwml cospoents or officers specifically
identifisd as Career ! anarement Ufficors for the (aveer Services or
SubiToups.  Tae  races of the officer vary, but are usually in the
(s l4-1o ramge as representing lony oxperionce ia Asency activities,
congunent persotmel officers are also identifioed as sources for
obtaining cowseling sorvices. In addition to the identification of
tae desiznated counselors, all the handbooks rote that it is a yrizary
reapoasibility of lire supervisors to provide counseling end guidance |
to gployees.

5. Also availsbic to all ermployeces are Levelopmental Profiles
wirtlch ars basic descristions of tae caresr traclks of the variocus
alsciplines or professions of the Agency. They are developed by the
Career Services or subgroups, as appropriate, and are available eithcr
tarougzi publication in the ilandboois or by distritution to supervisors
and counselors.  1iwse Profiles are aiso availatle in the Staff
Placesent Uivisio of tie Uffice of Personnel. In addition to the
pirectorate level services, carver cowseling and guldance is provided
by ©FU oa an Agency-wide basis. lnploydes entering on Jduty are
aivised al thedr 0y briefings of this source for couwseling, tie
rasponsipllity is discussed at the various ranagecent courses, and the
Banlooks also fveatify UIT as tue office providing inforrstion and
carcer counselins, assipiient information and related yuidance across
{areer Service liues.

C. In support of the counseling activities the Cffice of Training
offers a course for coumselors or other amployces having any involvesent
with counseling responsibilities. Yane pilot ruming was in July 1874,
the 1320 course will be offored in leptadber 1578, The course is
Gilered four tizes a yoar and 1s attenced by three erployces selected
by sach of the four major larcer Services. It zets very youd reviews
Irom the attendess,

7. #aile tuore nave been secrstarial and clerical panels operating
in sovs Carcer Services or subgroups for scveral years, the DICI's
rimmoYandon 0f 13 April 1¥70 rakes paucl structures for the panagement
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of these eaployees an JSgency-wide policy. Taere is now a Carcer
sSeyvica level Secxetarial Punel in each Directorate respensible for
tho corcer mgnagement, development, corpetitive evaluation and
assignment of secretaries in grades (5-08 and above. Panels ure
established in all Carver Service subgroups to perform the same
functions for the secrotarial persounel in grades G5-07 and below anl
for all clerical persomnel. 1he eqgansion of the nanel svstem cnsures
that all enployees will be included in the counseling requirements of
The mesbers of the panels wiil offer scurces for counseling
in tion to tae already established System of supervisors, Carver
wanagement officer, amd other formally desigrated coumselor personnel.

8. e believe 21l employees, new and old, oificers and clorical,

irave available an sbhundance of sources for obtaining advice and
suddance in developing a career pla.

F. W, M. Jatey
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